Proxy — Time Entry & Leave Request Entry for Part Time

Purpose: These instructions are for entering time and leave request for a part time employee.

Example: Middle Manager 1 needs to enter time or leave for the part time resource, which has

Middle Manager 3 as the reports to in GHRS

Proxy Time Entry - Click on Time

{= Lawson Portal - Portal Home - Windows Internet Explorer

EEkx

%r - |E htkps:ffdey nhfirst,nh.govflawson/portaliinds:  aspx?security=True

Vl %‘El‘zl |LiveSearch ||EE‘

File Edt View Favortes Tools Help @ MchAfee
— . »
W IgLawsnn Portal - Portal Home I I - = v [ Page - ) Tools ~
3 Tania you are in data area UAT [logout]
LAWS@N rorattome — O B ©

Inbasket ProcessFlow Integrater
User Level Work
Tania MiddleManager1

LBL oz

Common Tasks

?  Manage Subscriptions

Manage your navigation links and homa
>

Manage User Options :  page content

Next Click on Timecard

(= Lawson Portal - Portal Home - Windows Internet Explorer

Useful Information
7 Portal User Help
> KnowledgeBase

* Hotkeys Help

EEX

G@f - \g, https:f/dev nhfirst.nh.govilawson port alfinde:, aspz?security=True

v %|5HE‘ [tive Search HE\

File Edt View Favorites Tools Help © MchAfee. JIId

W I@LawsunPurta\—PurtalHume l 1

-

dm v [k Page + () Tooks - =

LAWS@N

Inbasket ProcessFlow Integrater

User Level Work
Tania MiddleManager1
—

Portal Home

Common Tasks

»  Manage Subscriptions

' Manage your navigation links and home

H i page content

Manage User Options

Prior Timecards

Absence
‘Work List

LBI Dashboard

Updated: 9/25/2012 10:34 AM
Page 1

Tania you are in data area UAT llogout]

Useful Information

’ Portal User Help
’ KnowledgeBase
’ Hotkeys Help




Next click on Proxy Timecard
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Once you click Proxy Timecard it opens up the Filter Criteria area on the left; you will see under filter
criteria a “Proxy For” drop down, click the arrow and choose your employee to proxy for, then click Find
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You will now be viewing the timecard for the employee you will need to proxy for; notice that on the top
you will see Proxy Timecard for EMPLOYEE NAME. Time can be entered here.
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Proxy Absence Request - Click on Time
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Next click on Proxy Absence Requests
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Once you click Proxy Absence Requests it opens up the Filter Criteria area on the left; you will see under
filter criteria a “Proxy For” drop down, click the arrow and choose your employee to proxy for, then click
Find. Note that you can also change the date range here as well.
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You will now be seeing Absence Request screen for your proxy employee; notice that on the top you will
see Proxy Absence Requests for EMPLOYEE NAME, click Add to proxy absence request.
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To view the balance for the employee, click on Balances Proxy
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This opens up the Filter Criteria, click the drop down to choose your employee, then click Find
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You will now be seeing Absence Plan Balances screen for your proxy employee; notice that on the top
you will see Absence Plan Balances for EMIPLOYEE NAME, click Add Request on the right to submit a
leave request.
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